How to Save and Print on Library Laptops

***You must save your documents as you type.  Save them to your USB stick (thumb or flash drive/ memory stick) or web-based application such as GoogleDocs.***  If you have forgotten your USB stick , you may borrow one from the circulation desk – just ask Mrs. York or Mrs. Ulrich.

To Save

1. Go to the File Menu and select Save As.

2. Make sure that My Documents is selected in the Save in: tab.

3. On the Save as Type menu, select the fourth choice: MicrosoftWord 97/2000XP (.doc).

4. Choose Save.

5. A dialog box will pop up asking you about formatting.  Select Keep Current Format.

To Print

**This year you cannot print directly from your document.  We have begun using a web printing application called Paper Cut.  You must first save your document as a .doc file (see above instructions for saving).  Then you must submit your document for printing through the web application.  Here are the steps for printing:

1. Make sure that you have a web browser open and are logged into the wireless network.

2. Once you have successfully connected to the Internet, go to the following address: http://10.10.10.10:9191
3. A Paper Cut log in box will appear.

4. Enter your school user name and password.

5. If a dialog box pops up asking you if you want to continue, click yes.

6. Select Web Print from the left menu.

7. On the next screen select the Submit a Job button.

8. On the next screen select the pan\Lib_laser button.

9. Scroll down with the right hand scroll bar or use the page down button and select the Print Options and Account Selection button.

10. The next page will ask how many copies you want and will automatically default to 1 copy.

11. Click on the Upload Document  button.

12. On the next screen select Browse.

13. A File Upload dialog box will appear.

14. Search in My Documents for the file you saved.

15. Double click on your file.

16. Click the Upload and Complete button.

17. File will print.

When finished working on the laptop, make sure you shut it down and do not close it until it completes shut down.

